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PURPOSE

The Support Bulletin, to be published periodically, is designed to keep
headquarters and field personnel informed on administrative, personnel,
and support matters. The Support Bulletin is not directive in nature
but rather attempts to present items which, in general, are of interest
to all personnel and, in particular, of interest to those employees occupy-
ing various support positions. Suggestions and constructive criticism
from both headquarters and field personnel are encouraged.

NOTE: — This bulletin is for information only. It does not con-

stitute authority for action and is in no way a substitute
for regulatory material,
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NEW HEADQUARTERS BUILDING This is to be a double drive with pro-
visions made for expension to three
Plans for the new building continuve to lanes in either direction, although
move along at a rapid rate. The Tentative only two lanes in each direction will
Drawings, showing many details ae to space be paved at the present time.
location, elevators, stalrways,and utilities
were received in early August. After a Plens have mlso been developed by
thorough review, certain changes were pro- the local government for the rehabili-
posed and the architect is now going ahead téion of a portion of the road which
with the preparation of the Construction will serve the southern entrance to
Drawings. These ConstXuction Drawings, the new building esite. As soon as the
from which the building will be built, are acquisition of rights-of-way have been
scheduled for completion ebout mid-April concluded, the work can be placed under

of 1958. Allowing time /for review, approvel, contract for comstruction of a four-
advertising for bidqfﬁﬁﬁ evaluetion of bids, lane road, which is scheduled for
we expect that construction will be under completion well in advance of our
way about July or August. It is estimated building.

that from two to two and one-half years will

be reguired for completion and occupancy.

Activity is not confined to the prepare-
tion of the construction drawings alone but
much is taking place on the site itself. A e
contract has been awarded for the clearing Ja ant
of the site. |Pnly ‘the treesylocated in the ...
areas to be occupied by the building struc-
ture, roads, and parking lots,ere-being re-
moved. All the trees on the remainder of
the site will be preserved. It is estimated
that this work will be completed in less
than 90 deys.

Preliminary plans and specifications for 7Y
the rough grading and installation of the {
large storm drains have been reviewed and Lo
invitations to bidders will soon be issued.

This second phase of the work will be under
contract during December 1957, in order that
the grading can be completed before the award
of the actusl building construction contract,
during theASummer of 1958.

The construction and pleshning of the prin-
cipal access highweys are also progressing
rapidly. Clearing and @rading work is well
along on the highway being constructed by
our Government,with activity going on all
the way from its present terminus to the
)Eﬁilding ﬂﬁte entrance on the river side.
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Crganization Exhibits Open to Employees Y ﬁfﬂ/

W“v*«nm e

Everyone who has had the four-week 0rienta~
tion course 1ls familiar with the Products
Exhibit which hee been, for several years,
an integral and interesting part of the
course. This exhibit has grown from a few
modest display pasnels and semples of work
to & fullsblown exhibit in which are shown
meny facets of collection, production, and
dissemination.

The singular success of the Products
Exhibit has led to the development of a
similar exhibit depicting the functions
and support facilities of the various
Organization Support elements. The Support
Exhibit shows graphically what the various

Bupport elements have done and do for the
. Bupport of the rest of the Orgenization,
end what they can do if called upon for
_special assistance.

While both the Products Exhibit and
the Support Exhibit are designed as a
supplement to the Orientation course and
are an invalusble means of indoctrinating -“;~»m§\
new employees, they can be of great value
to other Organization personnel as well. (/t;;f
Every effort 1s made to keep the exhibits i
up to date and each exhibit is staffed with N
people who can answer your questions Regard- ,izz]ﬁz;:- _

fﬁe&é«éaﬁymor aﬁtiaépatingwﬁialdﬁéuvyg a

vigit to the Products Exhibit and to the
Support Exhibit is worth your while. The

two exhibits are shown on successive days

each month and the exact deys and hours are
publicized beforehand in the Office of Training

Bulletin. Ask your Trai in Officer. ‘¢1, kJ
Corge e s
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The last issue of the Support Bulletin
described the largest awerd made through
the Suggestion Awards Program in this
Orgsnization. There were other awards
made during the month of October, which,

though not as sensational, serve to demon-

strate the efféctiveness of the Program.

The second largest award of the month
was £er five hundred and twenty-five
An employee devised & visual

Shc modified and improved some formse and

nt for-her. own needs, and asked
ce to testtft. Success was

imcdiate. Severai Tedersl sgencies whé'/-

| sre customers of this service hastenesd
./ to commend the improved product.
‘ha found it particulsrly useful in controlling
- eomplicated surveys.

All

Her supervisor sub-
mitted her idea to the Suggestion Awards
Comnittee without her knowledge. This
guggestion netted tangible savings of

‘over two thousand dollars plus estimated

high intangible benefits. We cannot
calculate the benefits der¢ied from 30
favorable climate fostered by this /ad.'s
sompads superviasor.

' The Suggestion Awards Committee voted

- eight other awards during this. past month.

These awards totalled five hundred and

sixty five dollars, in increments of f. om ,
ten to two hundred dollars .T”Muﬁe&

gl 4deas ror inconspicuous improvements. On

the average, the Committee adopts one out
of every ten suggestions submitted. This
is considered a satisfactory percentage,

but it is hoped that with more and better

provide a broad base of steady progress
from which outstanding achisvements
develop. They benefit the Organization,
the Component, the Supervisor and the

Suggester.

- ’An awvard of one hundred and fifty

dollars was paid for a suggestion that a
standard typewriter symbol (* or #) be
used by originators of dispatches and
documents to indicate selective imdexing
needed for any given name,

A letter of appreciation was voted
for a Reference Librarian who suggested
that all offices forward copies of
"internally produced and used" guides,
handbocks, menuals, etc. to the Organize-
tionls 'Central Library to serve as an
added source of ideas and imformation.

A letter of appreciation was voted
for an individual who teckled a problem
vhich was causing needless confusion. He

simpl:lfied the identifieation of wings,
LUPQERE | apd sreas in certain buildings.

A two-hundred-dollar award was approved
for & suggestion to modify aveilsble
equipment in order to apply serial numbers
on docuwents used for certain purposes.
This suggester sclved a vexing problem of
controlling inking, impression pressure
and accurate positioning. The value of
savings occasioned by the elimination of
spoilage of document blanks and reproduc-
tions was substantial.

One suggester was awarded fifty dollers
for proposing that the racks available
from the old IBM 082 sorters be converted

suggestions an’ even higher rate of adoption and used with the new style IBM 083 sorters.

will be achieved.

Suggestions pay their way. These eight
winners saved the Organization over fifteen
thousand four hundred dollars in the first

year of edoption, plus many intangible
benefits. Safety improvements, revisions

of forms, and changes in reports procedures

were dealt with. These modest beginnings

Another suggester was awarded ter dollars

for proposing that an additional copy of
the personnel action covering maternity
leave be prapared for the Medical sStaff to

preclude follow-ups by that office in

connection with the use of sick leave in
such cases.

SECRET
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Fifteen dollars was awerded to one suggeater
for his idea to have "Part Numbers" typed at the
top. of each page of a recurring Orgenization
report, thus facilitating ready reference by
the reader.

One laborer suggested a i to protect the
passengers in a certain type truck, in the
event of sudden stops. This suggestion has
been referred to other agencies with the hope
that edditionallwards will be forthcoming.

A suggestion was made to revise a form used
in one of the large registries. The ldea was
adopted without the necessity of changing the
form. The advantage was gained for the entire
area, and an award of ten dollars was voted /¢1-
in-kevor—of-this imaginative (S-U clerk.
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SUPERVISION AND MANAGEMENT TRAINING

Throughout the Organlzation there is a
continuing interest in increasing mana-
gerial proficiency at all levels., This
interest is manifested in a number of ways,
including development by the Office of
Training of programs of instruction for

- ¥#hose who have the responsibilitles of
-\ gupervision and management.

Fundamental
fconcepts of good supervfjion&ymlsound

.4 management are presented}and enalyzed in

a number of courses.

Basilc Supervislon ls one of these
courses. Its objectives are dlrected to
the requirements of filrst-line super-
visors. Emphasis 1s placed on human
relationg in a supervisor's responsibi-
lity for getting work done.

As & rule, each class conslsts of
supervisors who are at the same general
level of responsibililty.

group and 1s fitted to the needs of R
participants who may be GS-5 %.GS-7 in AY

one presentation or G8-9 to G3-11 in - m%ﬁw

~another, An integral part of Basic
Supervision is a "follow-up plan" which
conslsts of two meetings, one from four
to six months after the courge has been
completed and a second within the follow-
ing year. This second meeting is at-
tended by the combined membership of
several courses, and representatives
of the Organizaetion's top management
are invited to address the group.

Superviglon for Intelligence Qffilcers
1s designed for offilcers in grades

-2 GS-12 through 24 whose principal responsi-
G

bility 1is substantive research or technical
support but who alsc have management ref-
sponsibility as project leaders or as super-
visors of other analysts and techniclans,.

Tailored adaptations of these courses
can be prepared to meet unusual needs and

The course T

L8

content varles with the nature of the ¥

time limitations of supervisors in
speclalized activities,

Baglc Menegement serves the needs of
our 'middle managers" -- those who have
at leapt one echelon of supervisors under
their direction. It is presumed that the
Job requirements of the students in this
course Include substantial responsibility
for the managerial functions of planning,
directing, coordinating, and controlling
as well as for substantive work. In ad-
dition to treatment of these activities,
the course includes discussion of current
menagement doctrine, case histories, and
specif'lc management problems and tech-
niques encountered in the Organization,

A Management (Special) course is an
adaptation of Bagic Management and isg
presented upon request eithner at Héad- /
quarters or at another acceptableﬂaaEﬁjf P2 PP

Some of the management courses that
are given by universities and other or-
ganlzatlons have proved to be effective
in preparing our employees for advance-
ment. An individuel is usually expected
to complete appropriste internal training
before spplying for external training in
this fileld. Bxternal training ordinarily
extends from four to twelve weeks and the
bresentations vary from one to four times
& year. Information on this phase of the
training program is avallable in OTR's
Catalogue of Courses or may be obtained

. through the Registrar of the Office of

Training.

All internal Supervision and Management
ctourses are conducted in four-hour segsions,
mornings only, for perlods of two to three
weeks. A new course, Introduction to
Supervision, has been designed for persgons
for whom some supervisory assignment is
anticipated. Two new types of presentations
are under consideration: Management Seminars
and & serles of Management Workshops in which
current problems of the Organizetion and the

e
A
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application of management princlples and

techniques are&scussed. I A ﬁ'!

The program has met with gratifyling
success and further information will
be published from time to time as new
courses or other developments occur.

-
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MANAGEMENT TOOLS
Shelf PFiling

The chief of a large files instellation of
this Organization was faced with a problem
common today in meny of our offices: crowied
working condltions and no room for expansion.
In addition, his files were "divided between
two rooms on two separate floors. TFortunsately
there was an answer: open-shelf files similar
to those shown below.

Picture should go here.

The results were astonishing. Enough
space was galned to bring the two file units
together within one room and to provide for
two years' expansion.

Thlis is a single instance of a quiet revo-

Jution teking place in the fileld of filing.

The postwar growth of records, ilncreased curbs
on spece, and demasnds for greater efficlency
have brought forth many improvements in filing
gsystems and equipment. Open-shelf filing is
one of these.

What 1s open-shelf filing? It is & method
by which records, in file folders, are stored
on tiers of open shelves., For years insur-
ance companies in particular have used varia-
tions of this method. But only recently have
equipment manufacturers marketed appropriate

shelving and accompanying supplies.

Shelf-filing equipment can save up to
fifty percent of floor area becsuse 1ts upper
shelves fully utilize space which would be
left vacant 1f file cabinets were used., Add-
itional savings result from the smaller &a-
mount of alsle space needed. Cebinet filing
calls for alsle widths of 3 to 5 feet, while
2l.foot alsles are ideal for shelf filing.

0
Approved For Release 1999/09/20 : cm&%ﬁin A0001

The original cost of shelf flles is
about one-hslf that of five-drawer cabi-
nets and one-twentieth that of safe cabi-
nets now costing more than 400 dollars.
Considerable savings are possible even
after deducting costs for the construc-
tion of a vault area which would be nec-
essary to house shelf files for material
formerly kept in safe-type equipment.

File clerks who have worked with open-
shelf filing are enthusilastic about its
edvantages. There is less area to cover,
and, of course, no file drawers to open or
close, all sadding up to less fatigue and
faster service. Time required for files
operations cen be reduced 25 to 35 percent.

To convert or not to convert? TYour
decision will depend on answers to these
questions:

Do you need more space?

Have you & sufficient volume of
files to Justify conversion?

A volume that requires 16 or more
cebinets of material susceptible to
centralization is considered enough.

Are your files arranged numerically?
Alphabetic filing on open shelves gener-
ally is not as satisfactory as numerical
filing because few records clerks can
adjust to reading words written vertical-
ly; i.e., one letter below another on the
folder tabs.

Are your present files in a vault
area? If not, would it be practical to
bulld & vault area to provide for open-
shelf filing?

Will the floor loading capaclty of
your files area support shelf filing? If
safe caebinets are presently being used,
the answer is yes. However, if other
than safe cabinets are being used, shelf
filing may exceed the weight limitation
since it may require an additional 10 to

ounds per square foot.
070007-1
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Any Organization component which main-
taine a large accumulation of ective files,
or which has files that are rapidly expending,
would do well to consider these gquestions and,
if sppropriate, investigate shelf filing.

. SECRET
Approved For Release 1999/09/20 : CIA-REIFARY4724A000100070007-1



ApprovegFor ReleasqJ999/09/20 : CIA-RDP78-04724A00010Q0700071 4

ASSIGNMENT OF MILITARY PERSONNEL

Representatives of the Organization
and the Department of Defense have re=~
cently reviewed the policles regarding
asslgmment of militery officers to the
Organization in peace time. Agreements
were reached on various points which
will clarify questions arising in re-
gard to the assignment of mllitary per-
sonnel to the Organization.

SECRET
NOFORN

ek

duties, to render medical suppor§,0r7fb
etherwise be a source of labor and
miscellaneous services if sk quali-
flcationpls the primary basis for the
requests” Under this provision, if a
mimeograph operator or motor mechanic
requires millitary status or other mili-
tary qualifications in the performance
of his duties he could be supplied by
the services, otherwise the Organization
will be expected to £fill such positions

with civilians,

1. Military personnel should be
assigned to the Organization in order
to provide adequate military participa-
tion and support at appropriate levels,
Pergsonnel selected for these asslgnments
should be the best qualified and most
experienced svallable and possess a well=-
founded understanding of thelr own
services' policies, programs, and re-
quirements. ,

Exceptions to any of the policies
outlined above¢on a unique and emergencyjéffﬁ)‘
~bemts may be negotiatedyThrough the
Department of Defense.,

2. Military personnel should be
assigned to the Organization to £11l
blllets requiring persons with technical
skills and experience peculiar to the
military service,

3. The services will not furnish.
military personnel to the Organization
to £i1l billets requiring language, area
knowledge, or other skills and experience.
which are not intrinsic in militery per-
sonnel 1f such qualifiecation is the
primary basis for the request. uBeg&x&inng}waénAéej
wre=destogualdification, if for instance
an interpreter needs military status in
the performance of his duties or if he
requires other skills or experience which
are primarily military rather than civi-
lian qualifications, then military per-
sonnel would be furnished and this rei—

gbriction would not apply.

Lk, In general, the military services
should not be requested to assign persontdel
to the Organization to perform housekeeping
function;/ggommunications or clerical

SECRET
NOFORN
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TAX REMINDER

The approaching end of the calender year
reminds us that we will soon be faced with
income—tex responsibilities. For most staff
employees, Federel and state income taxes
are matters of personal responsibility. They
should prepare and file their returns and pay
their texes on time. Persons who are to file
their returns via the || GzNGB0 =10/, 25X1A
‘arepersonelly responsible for meeting their
tax obligations and Hhey also should avold
late filing. The stations and bases will
furnish these persons such assistaence &as
they may need. Finence and administrative
personnel located at overseas stations and
bases are avallable for this purpose, as are
the legal representatives stationed at
certalin posts.

Copies of tax returns (10LOs) will be
forwarded as soon ag they are available from
Internal Revenue Service, early in 1958. The 25X1A
W-25 and
also will be mede available early in 1958.

1t is suggested that all personnel{éssemble '
thelr re¢qxd§M%§d information concerning outside
income; promptly)so as t6 be in a positionto
prepare and file their returns immedlately
upon receipt of the 1040 and the statements

of income and tax withholdings.
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GEHA CHANGE

The Govermment Employees Health Associa~
tion Booklet, "Your Health and lLife Imsur-
ance Program,m dated 1 October 1956 was
sugplemented by Amendment No. 3, 1 Octcber
1957,

The information contained in Amendment
No. 3 has been recently modified so that
the "New Speclal Thirty-Day Income Replace-
ment Plan (Preferred Risk)" is now currently
available. The requirement to get 100 new
applications for this policy to be effective
has been eliminated.

As previously stated, no new applicaticns
for the old ninety-day plan will be accepted
and participants in this old plan are privi-
leged to change over at the next anniversary
date of their contract. However, those de-
giring te continue the old plan may do =o.
The premium rates for the new plan are shown
in Amendment No. 3, mentioned above.

g
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MICROFIIM READER-PRINTER

For a number of years the Organization has

had a progrem of microfilming vital documents

and other records. The areas in which micro-
filming of records would be profitable have,
in the past, been limited to inactive records
end vlital documents duplication for future
emergency use,because such problems as prac-
tical accessibility and the high cost of re-
production had not been solved. At the same
time, research has beenh going forward to
solve the practical problems which prevented
economical use of microfilming for current
records.

There is now on the market a microfilm
reader which not only permits easy reading
of microfilmed records, but which permits
reproduction of any selected microfilm frame
in less than 10 seconds. Prototype models
of the machine which was developed commer-
cially have been tested by actually using
them in thls Organization for one year.

This development of the Microfilm Reader-
Printer is the single most important recent
development in the microfilm field because
1t permits microfilming techniques to be

“applied to certain kinds of current records

with no loss in efficlency of operations and
with substantial reductions in file space
requilrements.

The machine itself is small enough to be

placed on a desk and 1s simple to operate
and malntain.

Pleture should go here wilth
title below it:

Microfilm Reader-Printer

Approved For Release 1999/09/20 : CIA-RBDIPR8-04724A000100070007-

This machine will handle both 16 mm. snd

35 mm, microfilm in the form of reels of
film or groups of aperture cards. Aperture
cards fall into two categories. The first
is a machine-type card with cutout aper-
tures into which as many as eight micro-
film frames (1 frame for each page) may be
momited. The second is a transparent holder
into which individual microfilm freames or
gtrips of microfilm may be inserted. The
transparent holders may be obtained in a
variety of slzes holding, generslly, as
many microfilm fremes or strips of micro-
f1lm as desired (e.g., some hold up to 20;
some up to 50; and some even more), This
provides a means of accumulsting a number
of microfilm images on any one subject in
one transparent film holder and in many
cases one holder can take the place of an
entire file jacket.

The Microfilm Reader-Printer is already
in use in some components of the Organiza-
tion and it is believed that there are a
number of other places where 1t could be
used to advantage. However, in each csse
a study of the intended use of the Micro-
film Reader-Printer must be made in order
to determine its potential effectiveness
and to aessure its proper use.

NOFORN -» / |
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UNITED GIVERS FUND CAMPAIGN

Headquarters has concluded its 1957
United Givers Fund Campaign. The Special
Marit Plaque was awarded to us as one of
the few organizations to exceed its goal
by an appreciable amount.

Our employee'$) contributions end pledges
totalfed ebout ninety-seven thousand five
hundred dollars, representing ébbut 115%
of our goal of eightyfive thousand dollars.
This represents an increase of almost 27%
over our contributions in the 1956 campaign.

We msy be Justly proud of the part we
have played in'fulfilling the needs of the
many health and welfare agencies participating
in the UGF g;q.mpa.ign.

SECRET
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SUPPORT BULLETIN COMPLETES FIRST YEAR

This issue of the Support Bulletin marks
the end of its first year of publication.
Those responsible for getting out the Bulletin
are very grateful to the many individuals who
have contributed their time and effort in
furnishing material and also to the Printing
Services,people for their technical assistance
and promptness in meeting publication deadlines.
We hope the Support Bulletin has been of interest
and would appreciate receiving your comments
or suggestions on how to meke it a better publica-
tion,

SECRET
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= VOLUNTARY TANGUAGE TRAINING

Considerable interest hass been shown in
the Office of Training's program for off-
hours study of forelgn languasges. Courses
in Chinese, Finnish, French, German, Itallan,
Japanese, Persian, Polish, Portuguese,
Russian,and Spanish have attracted two
hundred and thirty-eight employees) who at=-
tend classes elther before or after the
day's work.,

The present semester will continue until ,,ww;)_}g//}f _
‘ the end of December and the seeemd dlso a 2

‘ sixteen-week semester, will begin on the

| sixth of Januvary.

Meanwhile, the need continues for
competent lingulsts to instruct in this
program. Those who return to,Héadquarters
are Invited to become instructors. Their
ingtruction will be compensated in ac-
cordance with the Govermment's scale for
overtime work.
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IEGISLATION

There are firm imdications that the sub-
Ject of a pey raise for civiliem employees
will again be comsidered by Congress when
it reconvenes early in Jamuery. Before the
Congress adjourned on August 30th, a bill was
introeduced calling for a six perf vent salary
inerease, This bill was referred te the House
Committee on Post Office and Civil Service and
could be acted upon as soon as Congress recon-
vemes., It is quite possible that the psy
question will be brought before the Congress
in some other bill, but 1% seems clear that
there is streng semifefficial support for
both a civilian and/fj‘mili'bary pay raise.
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THE SUPERVISOR
THE KEY TO BETTER EMPLOYEE SUGGESTIONS

During the last five fiscal years, 343
semployee suggestions were approved and
adopted in this Organization. Cash awerds
totalfing sixteen thousand fifty-five

ollars were paid to thegs suggesters.
Approximately three hundred and twenty-five
A dollars in tangible savings were realigzed
n the first year these suggestions were
adopted.

Just last month, four employees were
awarded eight thousand five hundred dollars
for e combined suggestion which resolved

~ one major problsm. A sevingf of one hundred

. avafifty thousand dollars was immediate and

' estimates of additional savings were calcu-
lated to be substantially in excess of this.
Here in one cowbined suggestion we have the
most significant contribution of the last
five years. : ,

How, then, can the Organization get more
employee suggestions that are of major
benefit and importance to the Orgenization?

It is natural that the supervisors,
harrassed by work loads and priorities,
tend to put sside this "extra burden"
that has no priority teg. The complexity
of the Organization's work demsnds &
constant search for ways of conducting
ite business with increased efficiency.
Wide participation by more employees is
esgential if we are to derive full benefit
from the ingenuity and inventiveness of
all our personnel.

The President recently said: "This
participation can be obtained only if ell
levels of management and supervision under-
stand its importance, encoursgs it, and
insure that it is promptly and properly
recognized "/

What is the key to better employee suggestions?

Recent studies made by the Government indi-
cate that in both Government and industry the
supervisor is the key to a better suggestion
program. Only with the active support, en-
couragement, and participation of these key
men amd women can the Organization hope for
outstanding accomplishments.

The supervisor's broa.dufknowledge can glve
an employee's suggestion on a local problem
e wider and wore all-embracing coverage. The
supervisor is the logicel catalyst for stimu-
lating the initial spark and mainteining the
chein reaction that broadens e simple local
suggestion into a wajor Organization-wide
proposal. Also, such encouragement and
cooperation are vital for better employee
relations.
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UNIVERSITY CONSULTANTS ATTEND
 PERSONNEL CONFERENCE

The Office of Personnel was host to 19
University Consultants during & 3-day con=
ference held in October. These consultants
asglist in identifying and referring prow:-
’ising candidates, principally Junier Offie
/cer Trainees, to the Organization. The
purpose of the conference was to improve
their understanding of our needs and re-
quirements.

The conference program included talks
by the Director and the Deputy Director,
as well as other senior officials.,The. . .. :-,
consultants adee made an overnight visit
to a training base where they cbserved
training sessions and speclal demonstra-
ticns.
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PUBLIC SERVICE AID SOCIETY CAMPAIGN

The Public Service Aid Society, which

has come to the assistance of many of our i
employees during finencial emergencies, i // j)
is conducting its second fund drive at . -
xHéadquarters. Contributions during this
drive now total ten thousand four hundred
énd twenty-two dollars egeinst a goal of
eighteen thousand dollars. While we have
not yet reached our goal, this response is
substantially greater than that to the
preceding drive.

For the past several months, solicita-
tion for the Society has been conducted
in the field,and contributions reported
from that source to date total four
thousand seven hundred and ninety-four
dollars. '

Although the fund campsigns, both in
,Héadqparters end in the Field, will close
“sith the Headquarters' campaign for the
United Givers Fund, contributions to the

Society may be made at any time.

In its operation to date, the Society
has received applications for assistance
from 23 employees. The Soclety has made
grants totalXling five thousand one hundred
and twenty-eight dollars and losns totalfing
three thousand nine hundred and forty dollars
in response to these requests.

The Society has applied to the Internsl
Revenue Service for a tax-exempt status based
on tts first year's operations; this applica-
tion is still pending but it is expected
that an approval will soon be granted.

SECRET
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QUESTIONS AND ANSWERS ON RETIREMENT

BENEFITS

This article gives the official Civil

* gervice Commission answers to FPederal

employee questions sbout the way in which
military service is credited toward ini}-
rvice=retirementy bcihlﬁﬁechrity

benefits. wwMM”«34?E§ZEff£;;L&}quS}

Q. Is military service credited toward
ﬁivil:ﬂervice retirement?

A. Yes, in most cases. Generally, it
is credited provided it was active service,
wag terminated under honorable conditions,
and preceded the finel separation from
Federal civilian service which is the basis
for fivil-gervice retirement. However,
military service that is the basis for
military retired pay is sometimes not
allowed toward ¢ivilw¢ervice retirewent.

Q. Does a new Federal employee qualify
for annulty benefits immediately upon
entering on duty in aposition subject to
the Retirement Act?

A. No. He does not qualify for annuity
benefits until he has completed 5 years of
civilian service, although he begins con-
tributing 65 percent of his salary ilmmedl-
ately. If he leaves Federal employment
before completing 5 years of civilien
service, his retirement deductions are
refundable, with interest.

. Q. Is the new employee protected by
becial ﬁ%curity during the 5-year period
before he qualifies for anmnuity?

A. No, not unless he qualifies for
ﬁocial ecurity benefits because of some
previous employment. ﬁocialjﬁecurity
wage credits have been given for all
active military service performed since
Sept. 16, 1940.

Q. Does the receipt of military retired
pey bar the crediting of military service
toward ?iviljﬂérvice retirement?

- Approvye'“d For {39}513@.-&999/09/20 : CIA-RDP78-04724A00010@0007-1
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A. It usually does. However, credit
may be allowed if the retired pay is (a)
based on a disability incurred in combat
pibi-anrrpwemyigiabney instrument of war and
incurred in line of duty, or (b) granted
under the provision giving retired pay to
members of reserve components of the grmed
_forces on the basis of service (Chapter 67,
Title 10, U.S. Code, formerly Title III,
Public Law 810, 80th Congress).

e

Q. Is it possible to receive military
retired pey end ﬂivil—ﬁervice enmuity at
the same time, based on the same period
of military service?

A. Yes, under the conditions shown in
the answer to the previous question. Only
the portion of the military service that
was in asctive status, however, may be
credited toward ¢ivil—$ervice retirement.

Q. Msy military retired pay be walved
80 that the service on which it is based
may be credited toward ¢ivilrﬁerv1ce retire-
ment?

s : '
A. Yes, and %% is sometimes to the
adventage of the employee.

Q. Does the receipt of pension or
compensation under lews administered by
the Veterans’Administration bar the crediting
of military service toward fivil-fervice
retirement?

A, No. Full credit is given under
ivil-gervice retirement, regardless of
‘the length of the military service on which
the pension or compensetion is based or
the reason for it.

Q. How does the receipt of gocial-
ﬂecurity benefits affect credit for military
service toward ¢iviljﬁérvice retirement?

A. It has no effect on credit for mili-
tary service performed before Jan. 1, 1957.
However, militery service (except service
performed while on military leave with pay
from & civilien position) performed
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beginning Jan. 1, 1957, may not be credited
toward g¢ivil-flervice retirement if the
employee 1s eligible to receive old-age
léocialjﬁecurity benefits.

Q. If a Federsl employee retires from
a civilian position and later becomes eli-
gible for $ocial-fecurity benefits, may
he receive credit toward givil-gervice
retirement for military service performed
on or after Jan. 1, 1957%

A, Yes. He will be allowed credit for
his military service up until the time he
becomes eligible for focial gecurity. At
that time, his annuity will be recomputed
to exclude credit for the military service.

Q. Is there any bar agselnst a person
holding & Federal Job while recelving
retired militaxry pay?

A. There are some restrictions.

A regular warrant officer or commis-
gioned officer who retires for length of =
service is barred from holding most Govern-
ment positions because in order to be
entitled to hold & Federal Job his retired
pay and the pay of the Federal job must
each be under twenty-five hundred dollers
s year, and he mey not waive retirement pay
to avoid this restriction.

However, if the regular warrant
officer or commissioned efficer retired for
disability incurred in line of duty, he is

not barred from sppointment tog G&%%

position. He is limited to 8 year
combined retirement pay and Federal salary
unless the disebility was incurred in
combat or caused by an instrument of war
and incurred in line of duty in time of
waxr.

An enlisted man who retires and
receives retired pay oun the basis of his
enlisted grade is free to accept a Govern-
ment position. He is not limited as to the
emount of his cowbined retirement pay and

salary.

Q. How is the amount of fivil-$ervice
retirvement figured?

A. The two main factors teken into
account are years of service and the "high-
five" aversge salary (the highest average
annual basic salary earned during eny five
consecutive years of service). A certain
percentage of the "high-five" average salary
is multiplied by years of service to arrive
at the ammuity, so adding years of military
pervice to years of civilian service glves
a higher multiplication factor. An annuity
may never exceed 80 percent of the "high-
five" average salary.

Q. Does the euployee have to contribute
a percentage of his military pay in order
to be credited for his militery service?
No.

A. This credit is entirely free,

2
Q. What is a sample retirement computation

A. A yearly basic annulty 1ls genersally
figured as follows: (a) 13 percent of the
"high-five" average salaxry times 5 years of
service, plus (b) 13/k percent of the "high-
five" selary times yeers of service over 5 4l
iﬁﬁféézhm 10, plus.(c) 2 percent of the
"high-five' 'salary times years of service over
10.

Under this formula, the yearly annuity
of an employee who retires at age 62 after
20 years of civilian service with a "high-
five" average salary of [Flyé thousasd dollars
foRld be one thousand elght hundred and
welve dollers and £ifty cents (one hundred
end fifty-one dollare & month). If that
person had, for exemple, 9 years of military
gservice to be added to his yeasrs of civilian
service, his annuity would be two thousand
seven hundred and twelve dollars end fifty
cents. (two hundred and twenty~eix dollars a
month), or nine hundred dollers a year more.
For his civilian service, the employee con-
tributed 6% percent of his salary, the credit
for mllitary service is free.
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Q. Is disability retirement figured in apply for a refund, he will be considered

the same way as age retirement? 8 civilian employee for retirement purposes
for the perlod of his military furlough up

A. Yes, except that disability retirement to five years. This means, for instance,
mey not fall below & certain minimum emount. that this military furlough will count
An employee retiring under the disabllity toward completion of the minimum of five
provision of the law is guaranteed the lesser years of civilian service he needs in order |
of (a) 4O percent ofhis "high-five" average to qualify for ivilngerviqe retirement. It
salary, or (b) the amount obtained under the also means that if he should die while in
formule explained above, after increasing the military service after qualifying for
his service from the date of his separation ﬂivilmﬁérvice retirement, his wife and chil-

to age 60. dren mey be entitled to survivor annuities.
of course, if his average salary and Q. If a Federal employee leaves the

length of service entitle him to e larger service before qpalif¥ing for retirement

annuity than the minimum guaranteed smount, what happens to the 65 percent that was

he will receive the larger annuity. - deducted from his salesxry?

Q. 1If a Federal employee dies in service, A. The deductions are refundeble to him
are his widow and children entitled to if he has not completed five years of
annuities? civilian service.

A. Yes. The widow's annuity will be 50 If he has completed five years of
percent of an annuity based on the employee'scivilien service, he has a choice between
"high-five" average salary and years of ihavingvthe deductions returned or leaving
gservice (eivilian plus military). Dependent ‘them in the fund. If he leaves them in
children are also entitled to annuitiles. the fund, he will be entitled to an annuity

Here again theemployee must have completed etwhen he reaches age 62.
least five years of civilian service in order
40 be entitled to this protection. ;

: Q. Can a retiring employee make provision
for an esnnuity for his wife 1f he dies?

A. Yes. By taking a reduced annuity
himself the employee can provide an annuity
for his wife after his death.

Q. If a Federal employee 1s called or
recaglled to active military duty, what are
his’¢1vilwﬁérviceuretirement rights?

A. He is granted re7émployment rights
in his civilian position, which he may exercise
upon hisg release from military service that
lasts not more than four years.

He can be paid a refund of his retire-
ment deductions at any time while in the
military service, thus relinguishing his
retirement rights. However, if he does not
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MHANAGEMERT TOOLS
Shelf Filing

The chisf of a large files installation of
this Organization was faced with a problem
comon today in many of our offices: erowded
wvorking conditions end no room for expansion.
In addition, his files were divided Dbetween
two rooms on two separate floors.
there was an answer: open-shelf files simi)ar
to those shown below.

Ploture should go here.

The results were astonishing. Enough
space vas gained to bring the two file units
together within one room and to provide for
two years' expension.

This is s single instance of a gulet revo-
lution tsking place in the field of filing.
The postvar growth of records, increased curbs
on , and dsmands for greater afficiency
have brought forth many improvements in filing
systems and equipment. Open-shelf filing is
one of these.

¥hat is open-shelf filing?! It is a method
by which records, in file folders, are stored
on tiers of open shelves. For years insur-
ange companies {n particular have used varia-
tions of this method. But only recently have
squipment manufacturers marketed appropriste
shelving and accompanying supplies.

ghelf-Tiling equipment can save up to

Tifyy percent of floor srea because its upper
shalves fully utilize space which would bde
left vacant if file cabinets were used. Add-
itionel savinge result from the smaller a-
mount of aisle space needed. Cabinet filing
oalls for aisle widths of 3 to § feet, while
2i-foot aisles sre ideal for shelf filing.

Fortunately

The original ccst of shelf files is
sbout one-half that of five-drawer cabi-
nets and ons-twentieth that of safe cabi-
nets nov costing more than 400 dollars,
Considerable savings are posaible even
after deducting costes for the construc-
tion of a vault arees which would be nec-
essary to house shelf files for material

formerly kept in safe-type equipment.

File clerks vho have worked with open«
shelf filing are enthusiastic ebout its
sdvantages. There is less area to cover,
and, of gourse, no file drawers to cpen or
alose, all adding up to less fatigus and
faster service. Time required for files
operations can be reduced 25 to 35 percent.

To convert or not to convert? Yowr
decision will depend on answers to these
questions:

- D& you need moye space?

Have you a suffielent volums of
files to justify conversion?

A volume that requires 16 or more
cedbinets of material susceptible to
gentralization is eonsidered enough.

Are your Tiles arranged numerically?
Alphabetic filing on open shelves gener-
ally is not ss satisfactory as numericsl
filing because few records clerks can
adjust to reading words written vertical-
ly; i.e., one letter delow ancther on the
folder tebs,

Are your present files in a vault
area? If not, would 1%t be practical to
build a vault area to provides for copen~
ahelf filingt

Will the floor losding capacity of
youy files ares ; shelf filing? If
safe cabinets are presently being used,
the answer is yes. However, if other
than gafe gabinets ave being used, shelf
filing mey exceed the weight limitation
#ince it may an additional 10 to

pounds per square foot.
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Any Organization eomponent which main-
tains = large acoumulation of active files,
or which has files that ere rapidly
would do well to consider these questions and,
if appropriste, investigate shelf filing.
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MANAGEMENT TOOLS

thes

The chief of a large. nizaetion:files
aced with a problem common
today in many of our officesj# crowded work-
ing conditions and no room for expension. In
addtion, his files were'dissps smong two
rooms on two separate floors. Fortunately,
there was an snswer,r, open-shelf files
similar to those shown below.

Shelf Filing

Tt
Picture should go here.

The results were astonishing. Enough space
was gained to bring the two file unite together
within one room and to provide for two years’
expension.

This is a single instance of a. qulet revo-
lution teking place in the field of filing.
The post war growth of records, increased
curbs on space, and demands for greater
efficiency have brought forth many improve-
ments in filing systems and equipment. Open-
shelf filing is one of these.

What is open—shelf filing? Tt is a method
by which records, in file folders, are stored
on tiers of open shelves. Fhis—ie-net—a-Lew
#tinp-methed. For years insg;gnce compeanies
in particular have used M3 2at1Bks of this
method. But only recently have equipment
manufacturers marketed appropriate shelving
and accompanying supplles.

Shelf-filing equipment can save up to SO%f(
of floor ares because its upper shelvespauti-
lize spacesmleft vacant# filime
Additional savings result from the smaller
emount of aisle spece needed. 'Filing cablnetd’
callsfor aisle widths of frem thbee to_ff%e
feet, while 2%—foot aisles asre ideal for
ghelf filing.
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The originel cost of shelf files
is about one-half that of five-Qdrawer
cebinets and 1/20 that of safe cabinets
now costing more than 400 » Considersble
savings arghgossible ven sfter deducting
costs +0°8onstruct°l Fraulte® area, which
would be necessary if present files are
in sefe-type equipment. ", ... ~«dl 3
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File clerks who have worked with open-
ghelf filing are enthusiastic about its
advanteges. There is less area to cover,
and, of course, no file drawers to open
or close, all adding up to less fatlgue
and faster service. An-imeremse—of 25% -

iles operatipons,: neommon,, -
D (renok- ,
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To convert or not to con Your
decision will depend on answers to
these questions: ‘

ek e

Do you need more space?

Have you a sufficient volume of
files to Jjustify conversion?

A volume that requires 16 or more
cabinets of material susceptible to
centralization is considered enocugh.

Are your files arrange&rnumericall&f‘

Alphabetic filing on open shelves

nerally is not as satisfactory as nume iE
ling because few records.

Just to reading words ‘%

‘ -one weweteed- lotter béiow
_on the folder tabs. G anothelry

Are your present files in a vaultedk
area? If not, would it be practical to
build a vaulte# area to provide for open-—
gshelf filing?

Will the floor loading capacity of

c&binetsaun1w$&§our files area support shelf filing?

If safe cabinets are presently belng used,
the answer is yes. However, if pon-séfe
cebinets are being used, shelf filing

may exceed the.limitation since it mey

require an additionel 10 o 30 pounds®
per square foot. ” :v@xi
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Any Orgenization component which mainteine N .
s large accymulation of active files, or~mhese;ufﬂLoﬂ.¢zLa

T ¥ fllesqare 1dly expanding, would do well to
consider these questions and, if appropriate,
A inve stigate shelf filing.
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MICROFILM m ~FPRINTER

Por a nuxbey of ma the Organization has
had & program of mievofilning vital documsnts
and other records. . he areas in which mioro-
filming of records would be profitable have,
in the past, been limited to inactive records
and vitel documante duplication for future
esergency use,bassuse such problems as prac-
tical weeuiﬁuity and the high cost of re-
production had not been solved. At the sare
tims, research has been going forward to
solve the practical problems vhich prevented
sconomical use of microfilming for current
regords.,

There is now on the market a miorofilm
readesr vhich not only permits easy reading
of mierofilmed records; but which permits
reprodustion of any selected microfiim frawe
in less than 10 seconds. Prototype moldels
of the machine vhich was developed commer-
eially have been tested by actually using
them in this Organization for ons year.

his development of the Mierofilm Reader-

Printer is the single most important recent
t in the microfilm field because

it permits mievofilming tethniques to be
applied to certain kinds of current records
with 1o loss in efficiency of operations and
with substantial reductions in file spece
requirements.

The machine itself is small enough to be

placed on a desk and iz simple to operate
ani maintain.

Fleture should go here with
title below 1t:

Merofiln Readsr-Printer

This machine will hendle both 16 sm. and
3&1:. wierofiim {in the form of reels of
film or
cards fall into two categories. The first
is & maghine-type card with cutout aper-
tures into wiich as many as eight miero-
film frames (1 frame for esch page) may be

mounted. The second ie a transparent holder

into whieh individual mierofilm frames or
strips of mierofilm may bDe inserted. The

t holders may be obtained in a
variety of sizes holding, generally, as
many microfilm frames or strips of micro-
Tilm as desired (e.g., some hold up to 203
some up to 505 and some even more). This
provides a means of accumlating a mumber
of mierofilm images on any one subject in
ons transparent rilm holder and in many
gusen one holder can take the place of an
entire file Jacket.

The Microfilnm Reader-Printer is already

in use in some ts of the Organize~

tion and it is believed that there ere a

mumber of other places vhere it could be
used to sdventage. However, in each case
s study of the intended use of the Micro-
ilm Reader-Printer mist be made in order
to determine its potentiel effectivenass
and to assure its proper use,
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MICROFILM READER-FRINTER ™

For e number of years the Organizatio
has had a program of microfilming vitel )\

_Fse-Pproblem

1
' iy e areas in which micro-
filming of recordx would be profitablegto .
inactive records and vital documents dupli-
cation for future emergency useq At the
same time, research has been going forwerd
to solve the, practical problems which
prevented e omical use of microfilming
for current records. 0{

There is now on the market a microfilm
reader which not only permits easy reading
of microfilmed records, but.which permits
reproduction of any selected microfilm
frame in legs than 10 seconds. Prototype
models of the machine,which was developed
commerciallx,/have been tested by actuslly
using them in this Organization for one
year.

Thig development of the Microfilm
Reader-Printer is the single most lmportant
recent development in the microfilm field
because it permits microfilming techniques
to be applied to certain kinds of current

records with no loss in efficiency of opera-

tions and with subgtantial reductions in
file space requirements.

The machine 1tself is small enough to be

placed on a desk and is simple to operate
and maintain.

Picture should go here with
title below 1it:

Microfilm Reader-Printer

MT fusn foniled Mr\ ~§\g§‘
66724A000100 00 =

s

mug‘”“‘

will handle both 16 m
microfilm in the form o
or groups of aperture cards. Aperture
cards fall into two categories. The
first is & machine-type card with cut-
out apertures into which Up 'to eight
microfilm frames (1 freme for each page)
may be mounted The second is a trans-
parent hold&‘into which individusl mirro-
film frames or strips of microfilm may
be inserted. The transparéent holders
may be dbtained in a varlety of sizes
holdin “er-more microfilm

msm. and 35 m;m. !
reels of film

3 Irafics or eewumbes--of- strips of microfiim

e

-?,microfilm images off any one subject

This provides a means of accumulatingw»n“ma;

togebher—-ahd in campesssss one transparent
film holderycan take the place of an

entire file Jjacket. ™. g .

The Microfilm Reader-Printer is already
in use in some components of the Organiza-
tion and it is beligved.that there are
a number of *other 0 Shere it could
be used to adventege. However, in each
case 8 study of the intended use of the
Microfilm Reader-Printer must be made
in order to determine its potential
effectiveness and to assure its proper LAt,

~abtiization:
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S3-71

TO:
Mrs. m
ROOM NO.
REMARKS:
Trudy:

Here are two proposed articles for
the Support Bulletin which I would like
to send to the printers in advance of the
rest of the materlal. This is to give
them sufficient time to prepare cuts for
the two pictures involved. Will you
please expedite. I hope to have the rest
of the material either by the end of this
week or the first of next week and would
hope that we can get it to the printers
by the 29th so that they can get it out
arcund the first of December or shortly
thereafter and distribute it so 1t can
reach Field Stations before Chyistmas.

2 Gl

BaseARYAYARE CHA-RPPTE%04524A000100070007-1

s W

FROM: precutive Assistﬂéf/to the DD/S

FORM NO 24] REPLACES FORM 36-8 (a7
{FEB 55 WHICH MAY BE USED.
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TO: Mrs .-

ROOM NO. BUILDING

REMARKS:

Trudy:

For your editorial review.
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FROM:
Executive Assistant to the DD/S
ROOM NO. BUILDING EXTENSION
Lzo : CIA-RDP78-04724/,0001000700

FORM NO 2 4] REPLACES FORM 3-8 7
1 FEB 55 WHICH MAY BE USED.
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